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BROOKE ARMY MEDICAL CENTER
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REPLY TO
ATTENTION OF

MCHE-BC 26 February 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Government Travel Card Standard Operating Procedures for BAMC Troop
Command

1.  REFERENCES.

     a.  DODFMR, Vol 9, Chapter 3 (Travel Policy and Procedures), September 2000.

     b. Defense Finance and Accounting Service (DFAS)-Indianapolis Center Regulation
37-1, Finance and Accounting Policy Implementation, 18 September 1995, section XIV.

     c. All HQDA policy/guidance messages on the Government Travel Card Program
after 14 August 1997.

     d. HQDA Memorandum, 9 April 1997, Office of the Assistant Secretary of the Army
(Manpower and Reserve Affairs), Subject: Government Travel Card Employee
Relations Bulletin #86.

     e. DOD Directive 5500.7-R, The Joint Ethics Regulation.

     f. Article 92, Uniform Code of Military Justice (UCMJ).

     g. Travel and Transportation Reform Act of 1998 (Public Law 105-264)

     h.  Unclas Memorandum OASFMC dated 21 Feb 03, subject:  Policies, Procedures
and Responsibilities of the Army Travel Charge Card Program (Enclosure 1).

2.  GENERAL.  

     a.  All personnel on official business should use the Government Travel Card, but
every soldier does not have to have such a card in order to travel. Army guidance
provided in the Travel and Transportation Reform Act (TTRA) of 1998 directs
exemptions from the requirement for every soldier to possess a government travel card
for those who are “infrequent travelers” (ie less than five Temporary Duty (TDY) trips
per year and for permanent change of station (PCS) travel. Individuals who will travel
only once a year, for example, do not necessarily need to charge expenses to a
Government Travel Card. These individuals still are eligible for advanced travel pay 
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and/or reimbursement. Commanders and supervisors use individual and upcoming
mission requirements to determine which personnel need a Government Travel
Card.

     b.  The Government Travel Card functions as any other credit card. Bills are sent
directly to the cardholder. Use of the Government Travel Card is limited to travel-related
expenses arising from travel on official duty, such as transportation, lodging and meals.
Cardholders file appropriate vouchers immediately upon completing a trip and make
payment to the Bank of America. No one is authorized to carry a balance on the
Government Travel Card. Balances must be paid in full immediately upon disbursement
of funds.

     c.  Individuals who fail to make complete payment of their balances or use the
Government Travel Card for unauthorized purchases will be subject to administrative or
disciplinary action and may fall under the actions of a collection agency. Although the
Army is held liable for the delinquent cardholders, commanders will monitor accounts
and take action to ensure proper settlements. The agency’s program coordinator (APC)
will monitor and maintain accounts online with the automated ledger system.
Individuals who are identified, as using their credit card for unauthorized expenses will
be issued a show cause letter from their company commander.

     d.  Government Charge Card is provided only for official temporary duty (TDY)
travel and travel-related expenses away from the official duty station. The card and the
account are not to be used for personal purposes. Cardholders are notified of this
restriction when they receive the card. To use the card for other than official TDY travel
and travel-related expenses is a violation and may subject a card holder to disciplinary
action.
     
     e.  Though the card is Government-sponsored, it is issued to the cardholder. This
means that the card holder is personally responsible for charges made on the card.

     f.  A cardholder may also be disciplined for failure to pay the debt incurred with a
Government travel card. In addition to any administrative or disciplinary action that may
be taken against an individual for delinquent payments, the credit card company may
take actions such as cancellation of the card, negative reporting to national credit
bureaus, and salary offset.

     g.  MANDATORY USE OF SPLIT REIMBRUSEMENT AT BAMC.   The
Commanding General has directed that individuals will use the split reimbursement
option when filing their TDY claims.  Split reimbursement is DFAS' direct payment of
that portion of a travel settlement related to transportation, lodging and rental car to the
travel charge card contractor with DFAS paying the rest of any entitlement (associated
with meals and other incidental expenses) to the traveler. Split disbursement is a
payment method by which travelers you may elect to pay their official travel card bill and
forward the remaining settlement dollars to the traveler’s predesignated account. For
example: $250.00 in the "Amount to Government Travel Charge Card" block means that
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$250.00 of the traveler’s travel settlement will be electronically sent to the charge card
company. Any dollars remaining on this settlement will automatically be sent to the
traveler’s predesignated account. Should the traveler elect to send more dollars they
are entitled, "all" of the settlement will be forwarded to the charge card company. The
traveler will receive notification on a regular monthly billing statement from the
Government Travel Charge Card contractor.

3.  RESPONSIBILITIES.  

     a.  Commanders/supervisors will --

          (1) Review reports provided by APC and take appropriate action.

          (2) Counsel all cardholders who have misused their cards.

     b.  Agency Program Coordinators (APCs) will follow the procedures prescribed in
Enclosure 1.  BAMC APCs will:

          (1) Notify the Troop Commander immediately of all cases of card misuse by
cardholders. 

          (2) Publish delinquency lists, which identify individuals who are delinquent in
payment of their credit card bills.

          (3)  Publish delinquency lists after the 12th of each month and forward to company
commanders. 

     c.  Cardholders.

         (1) Use of the travel card for any purpose other than official travel expenses is not
permitted. Cards used for any other purpose will be deactivated by APC upon approval
of the commander.

         (2) Use of the travel card by any other person(s) for any reason is not permitted.
Cardholder remains responsible for any charges made by person(s) using the card, and
shall not disclose his PIN to any other person.

         (3) Cardholders are responsible for notifying Bank of America if their PIN has been
stolen or inappropriately disclosed to an unauthorized person, and must report missing
or stolen travel cards immediately. Cardholders have no liability for any erroneous
charges if they notify Bank of America when card is lost or stolen.
           
          (4) The split-disbursement program is required and allows travelers to request a
split payment to Bank of America for payment of charges, and the remainder settlement
dollars to their designated financial institution.
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            (5) Once travelers complete temporary duty, they must file DD Form 1351-2,
Travel Voucher or Subvoucher, immediately to obtain full reimbursement. Any disputed
travel charges should be promptly reported to the contractor.

            (6) There is no additional fee when the travel card is used at a Bank of America
ATM. ATM fees should be listed under "reimbursables" on the settlement voucher.

            (7) Travel Card balance must be paid promptly.

            (8) Payment to Bank of America is due in full by the due date.

            (9) Delinquent accounts are assessed a late fee of $29.00 at 60 days past due.
If the account is not paid within 61 days after billing date, the card is suspended.  If the
account is not paid within 126 days after the billing date, the card is cancelled.  Once
the card is cancelled, the account is reported to the national credit bureau.

            (10) When a soldier is on an extended TDY (greater than 30 days), a 1351-2
should be submitted every 30 days as a partial voucher to any installation finance office.
Failure to submit a partial voucher could result in the account being delinquent.

4.  PROCEDURES FOR USE OF THE GOVERNMENT TRAVEL CARD WHILE IN A
TEMPORARY CHANGE OF STATION STATUS:

    a.  Per Diem for Lodging:   The installation is responsible for housing, mess,
transportation, and provide administrative support to personnel in both  Operation Noble
Eagle and Enduring Freedom at the TCS location.  Use of government mess and
quarters is directed.  It is highly recommended that when Government lodging facilities
are not available, contracted commercial lodging be used as government quarters to the
maximum extent possible.  When government or government contracted quarters are
not available , as determined by the Installation Commander, individuals will be
provided a certificate or statement of non-availability to authorize additional per diem.

b.  Per diem for Meals.  Payment for meal portion of per diem will not be
reimbursed on settlement vouchers if government mess is available.  When government
mess is not available the Installation Commander will make the determination of mess
availability and issue a statement of non-availability, if applicable.   

c.  Privately Owned Vehicle (POV):  POVs are authorized only for personnel who
are in Operation Noble Eagle (ONE) in the contiguous United States.  Personnel on
TCS orders to ONE may use their POV as transportation under JFTR, PARA U3310 .
Total payment of travel will not exceed the government's cost had govt procured
transportation.  There is no authorization for in and around mileage under this
authorization.  The orders authorizing personnel can not supplement this instruction on
the orders.
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  d.  Excess Baggage:  Excess baggage may be authorized for individuals
traveling from their mobilization station to the CENTCOM AO or other designated
location, when in support of Operation Enduring Freedom.  Authorization for excess
baggage must be in the orders.

e.  Use of Government Travel Card while on TCS:  Travel expenses associated
with mission deployments are exempted from mandatory use requirements.
Cardholders are not required to use their card for travel expenses to the port of
debarkation.  Moreover, if cardholders are being deployed to an area where timely
payment of their account balance will be difficult, use of the card is strongly
discouraged.  If the soldier is having to pay for lodging and meals, while at the TCS site,
the government travel cards may be reactivated to prevent personal hardship.
Individuals should be briefed to file "interim" settlement vouchers -DD 1351-2 every 30
days.  Traveler needs to check Split Disbursement, Block 1 on the DD 1351-2, Amt to
Govt Tvl Charge Card $____.  The amount charged to the Government Travel Charge
Card needs to be entered on the line.   DFAS-SA will make an EFT payment directly to
Bank of America, and the balance will be EFT to the traveler.  Remember split
disbursement is only when the traveler using the Government Travel Charge Card.  

5.  POC for this policy is the Chief, Military Personnel Branch, BAMC at 210-916-9770
and the APC, BAMC Military Personnel Branch at  210-916-9786. 

/s/

Enclosure JAMES A. MUNDY
LTC, MS
Commanding
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